Automated Message Distribution
Note: In order to modify the distribution for automated messages, special security is needed.

The Maintain Automated Messages functionality provides a way to modify the e-mail
distribution for a select group of e-mail messages. Workers with the appropriate security can use
this functionality to view and/or update the distribution for an e-mail message.

1. Click on the Maintain menu and select the Automated Message item. This will open the
Maintain Automated Message page.
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2. The Maintain Automated Message page lists all current messages generated in
eWISACWIS that are available for modification. Click the Edit Distribution hyperlink to open
the Automated Message Distribution

page.
— Maintain Automated Messages
Automated Message Distribution List
90-Day Summary Report for Serious Incident Edit Distribution
Applicant/Licensee Background Check Due Edit Distributicn
Assessment found for Provider (Provider 1D) Edit Distribution
Case/Permanency Flan - Placement Change Edit Distribution
Case/Permanency Flan - Safety Change Edit Distribution
Change in Rate on Interim Care Placement Edit Distributicn
Check Disposition Edit Distributicn
Child Turning 19 - Kinship Care Placement/Service Must End Edit Distribution
Child's assessed level of need exceeds provider's level of care Edit Distribution
Closed Case - Screen Out Edit Distribution
Complaint/SIR Created Edit Distribution
County Placement with State-paid service has been created Edit Distribution
Emergency CPS Report Alert Edit Distribution
Enforcement Closed Edit Distributicn
Extraordinary Payment - Cost Item Expired Edit Distribution
Extraordinary Payment Approved Edit Distributicn
Exiraordinary Payment Reguest Approved Edit Distribution
Foster Care Rate Ended Edit Distribution
Foster Care Rate Ended - (Future End-Dated FCR) Edit Distribution
ICPC Referral has been resubmitted to the ICPC Office Edit Distribution
ICPC Referral has been sent to ICEC Office Edit Distribution
IL Chanae in County/Agency Responsibility Edit Distribution
IL DCF Scholarship Edit Digtributicn
IL Homeless Cutreach Edit Distributicn
IL Room and Board - Missing Total Edit Distnibution
IL Room and Board - Yerify Total Edit Distribution
IL Service - Cpen for a Year Edit Distribution
IL Service Ended - Youth Turned 18 Edit Distribution
IL Service Ended - Youth Turned 21 Edit Distribution
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IL Service Ended - Youth Tumed 23 Edit Distnibuticn
IL Youth Aging Cut of Care Edit Distribution
Imaqing Edit Distribution
Independent Investigation Edit Distribution
License Continuation Process Edit Distributicn
Licensing Exceptions/\Waivers Requested Edit Distribution
Licensing Exceptions/\Vaivers Reviewed Edit Distribution
Licensing Exceplions/\Waivers Reviewed (additicnal exceptionsiwaivers) Edit Distributicn
Medicaid Enrollment - Qui-of-State Edit Distribution
Medicaid Enrollment - Out-of-State (AA & SG) Edit Distribution
Missing Foster Care Rate Edit Distribution
NYTD Clean-up Edit Distribution
MNeqgative Action Notice Created Edit Distribution
New Adopfion Case with Medicaid Edit Distribution
New Placement Edit Distribution
Mewly Approved CANS Edit Distributicn
Newly Approved Foster Care Rate Edit Distribution
Open Case - Screen In Edit Distribution
Open Case - Screen Qut Edit Distribution
Out of Home Placement Created Edit Distribution
Cut of State Placement Edit Distribution
Out of State Placement Ending Edit Distribution
Outstanding CANS Tickler Edit Distribution
Farent Agency Update Edit Distribution
PaymentiCverpayment Will Not Be Created Edit Distribution
Placement Correction Edit Distribution
Flacement Ending Edit Distribution
Pre-Adoptive Child Case Created {after TFR) Edit Distribution
Private Provider CPS Report Received Edit Distribution
Private Provider License Closed Edit Distribution
Private Provider License Issued Edit Distribution
Private Provider License Placed on Hold Edit Digtribution
Frivate Provider License Reaclivated Edit Digtributicn
Private Provider License Revoked Edit Distribution
Private Provider Name Change Edit Distribution
Private Provider SIR Received Edit Distribution
Provider - Access Report Edit Distributicn
Provider License Placed on Hold Edit Digtribution
Provider License Reactivated Edit Distributicn
Report o NCMEC Edit Digtribution
SG Funding Determination Change Edit Distribution
SG Funding Determination Created Edit Distributicn
SG Funding Determination Referred Edit Distributicn
Security Access Granted Edit Distributicn
Security Access Removed Edit Distributicn
Security Changed Edit Distribution
Security Reguest Moved Edit Distributicn
Security Verification Report Edit Distributicn
Serious Incident Notification to DSP Edit Distributicn
Serious Incident Verification Edit Distributicn
Service Ending Edit Digtribution
State of Wisconsin {(WAMS) login account Edit Distribution
Supervised Independent Living Rate Pending Approval Edit Distribution
WAMS Registrafion Edit Distribution
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3. The Automated Message Distribution page allows you to update the distribution method of e-
mails for your county. The Automated Message Description displays information about the
e-mail. Some automated messages allow the messages to be distributed by sites within your
county. If you are a site-based county and it is one of the select messages, you will see the
following page. To edit the distribution for a particular site, click the Edit hyperlink next to
the appropriate site.

g Automated Message Distribution -- Webpage Dialog

cWiSACWIS

— County

County:

Wilwaukee

— Automated Message Description

Placement Ending: This message is created when a placement ending is approved with a service type egual to any type of foster care or adoption
placement and the value in the Service End Reason field on the Service Ending pop-up page iz any reason except Birthday Batch, TPR, Failure to Comply
with Program Reguirements or Suspended.

— Details
Site Distribution Additional Person(s)
BMCW-Admin J;trl:nii:iﬁ;::;kgi:;h Class with Assignment, Edit
BMCW-Agency-CSSW J:rl:ri:—:im;::;ki;;;b Class with Azsignment, Edit
BMCW-Agency-PSG J::::;:iﬁ;::;kgi;;h Class with Assignment, Edit
BMCW-Agency-Sainta Qg:ﬁiﬁ;:;;kgiégh Clazs with Assignment, Edit
BMCWLA 1 J:rl:nf;sr:im;::;kii;;h Class with Assignment, Edit
BMCWIA 2 J:rl:::—:iﬁ;::;kgi;;h Class with Assignment, Edit
BMCW-LA 3 J:::nﬁim;::;kﬁ;;;b Class with Assignment, Edit
BMCVLA 4 J:rl:::-:iﬁ;::;kii;;h Class with Assignment, Edit
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If you are not a site-based county or this is not one of the select messages, you will see the
following page. Note: if you are a site-based county and it is one of the select messages, the
County group box will display “County” and “Site.”

x
cWiSACWIS Resource ] Print /& Spell Check (-~ Help.(‘?

— Select County

~
Select County: I";'\"ausharﬁ b

— Automated Message Description

Placement Ending: This message is created when a placement ending is fulty approved and the value in the End Reason field is any reason except
TPR.

— Distribution

MNOTE: If multiple distribution types are selected and a county worker fits into more than one of these types, the worker will not receive the same message
mare than ance.

I Primary Aszigned Worker Delete

g Distribution Types
All Azsigned Workers — The automated message will go to all active workers with a current open agsignment to the case/provider regardless of role
(i.e. primary, secondary, supervisor, admin) or job class.

Job Class with Assignment — The automated message wil go to workers in the county with the job class(es) selected and listed on the page. For
this option, only workers who also have an active assignment to the case/provider and have an active WAMS account will receive the message.

Job Clazs with or without Assignment — The automated message will go to workers in the county with the job class(es) selected and listed on the
page. For this option, workers do not have to have an assignment to the case to receive the message but do need to be an active worker and have
an active WAMS account.

Primary Assigned Worker — The automated message will go to the worker in the county with an open primary assignment to the case/provider and
has an active WAMS account.

Supervisor of Primary Assigned Worker — The automated message will go to the supervisor of the assigned case/provider worker. Supervisor must
be an active worker with an active WAMS account.

— Additional Personis)
Alnrkare v
<

4. Distribution indicates the type of workers that should receive an e-mail message. Distribution
methods can be by job class, assignment, or individual worker. For messages that cannot be
distributed to workers by type, a message will display, indicating that the distribution needs
to be defined through the Additional Person(s) group box. Otherwise, multiple distribution
types can be created for an e-mail message by inserting new rows on the page as needed.
Subsequently distribution types can be deleted from this page. Clicking the Distribution
Types expando will display information about each distribution type.

5. Click Insert to add a new distribution type.
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6. Click the drop-down to select the distribution type to add to the e-mail message.

Note: Distribution types that are associated with job class will automatically activate the
Select hyperlink on the page when selected which workers can click to allow for
distribution set up by job class. Click the Select hyperlink. This will open the

Automated Message Job Class page.

g Automated Message Distribution -- Webpage Dialog

eWiSACWIS Resource 1] Print (@  SpellCheck (-~ Heip (P

— Select County

Select County: IWﬂushﬂrﬂ W

— Automated Message Description
Placement Ending: Thizs message is created when a placement ending is fulty approved and the value in the End Reason field i any reason except

TPR.

r— Distribution
MOTE: If multiple distribution types are selected and a county worker fits into more than one of these types, the worker will not receive the same message

more than once.

| Primary Assigned Worker Delete
ISupervisnr of Primary Assigned Wnrker

Select Delete

with or without

b Distribution Types

— Additional Personis)

7

Workers
Worker Name Job Class County

e
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On the Automated Message Job Class page, check the checkbox for each job class to be
added to the e-mail message distribution. Any worker with the selected job class or job
classes will receive the e-mail message. Click Continue.

x|
cWiSACWIS Resource (17 Print (&  speicheck (/ Heip (2

—Job Class
Check All That Apply

Account Clerk HSRS
Account Clerk HSRS/Payroll
Admin Asszistant FC Payroll
Child Support

Child and Family Srvcs Supy
Deputy Director Program lead
Director - Agency Lead
Econ. Support Spec. Kinship
Financial Manager
Independent Living Coordinator
Intake Specialist

SWICPS Investigator

SWI Juvenile Worker b

oo ooooooggoon

June 2017 7



The selected job class or job classes now display with the new distribution type.

Note: Distribution types for e-mail message can also be removed by selecting the Delete
hyperlink for the specific distribution type.

a Automated Message Distribution -- Webpage Dialog

cWiSACWIS
— Select County

Select County: I";'\"ausharﬁ b

— Automated Message Description
Placement Ending: This message is created when a placement ending is fulty approved and the value in the End Reason field is any reason except
TPR.

— Distribution
MNOTE: If multiple distribution types are selected and a county worker fits into more than one of these types, the worker will not receive the same message
mare than ance.

Director - Agency Lead, SW| CPS Investigator, SWl Juvenile

I.Inh Class with Assignment Worker, SWIl CPS Investigator, SWil CPS Ongoing, SWIl FC Select Delete
Coordinator, SWil Juvenile Worker, SWill CPS Investigator

|Prirnary Assigned Worker Delete

|5uper|.risur of Primary Assigned Wurker Delete

b Distribution Typez

— Additional Person(s)

-

Workers

Waorker Name Job Class County

7. In addition to the pre-defined distribution types, the e-mail message distribution can also be
set-up to include individual workers, regardless of job class or assignment to a case/provider.
Scroll down to the Additional Person(s) group box.

8. Click Insert to search out and add specific individual workers. This will open the Worker
Search page.
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9. Enter the name of the worker needed and click Search.

10. Select the radio button for the worker needed and click Continue.

£} Worker Search -- Webpage Dialog |

c ‘1',1';5‘_.4’1 C_‘ W]I ;S, Print & Spell Check "- Helpr':,

Search Criteria

Last Name: Iwaus.hara FirstNarne:Iwurker WDrkerD:I
Employee ID: I County: | Site #: |

Search Precision: | | ) : : Sort By: pha v | =t

Low Med High
Record 110 1 of1
— Workers Returned
O] é Waushara, Worker W. (9561014) Active

SWI FC Coordinator (820)787-5550 ewuat 8561014 @wigov Vaushara-VWWautoma , Waushara COUNTY Dawn Buchholz
Cazes:0, Providers:22
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11. The worker selected now displays in the Additional Person(s) group box.

Note: Individual workers for e-mail message can also be removed by selecting the Delete
hyperlink for the specific worker.

g Automated Message Distribution -- Webpage Dialog

eWiSACWIS Resource lﬁ‘,' print (2 Spell Check (. Hep@

— Select County

Select County: I"."-."ﬂLIEhﬂI'ﬂ W

— Automated Message Description

Placement Ending: Thizs message is created when a placement ending is fulty approved and the value in the End Reason field i any reason except
TFR.

— Distribution

MOTE: If multiple distribution types are selected and a county worker fits into more than one of these types, the worker will not receive the same message
more than once.

Director - Agency Lead, SWI CPS Investigator, SWI Juvenile

|.Inb Class with Assignment Worker, SWII CPS Investigator, SWil CPS Ongoing, SWI FC Select Delete
Coerdinater, SWIl Juvenile Worker, SWill CPS Investigator

| Primary Assigned Worker Delete

ISupervisnr of Primary Assigned Wnrker Delete

b Distribution Types

— Additional Person|s)

Workers hd
Worker Name Job Class County
Waorker W. Waushara SWil FC Coordinator Waushara Delete

12. Click Save and then Close to return to the Maintain Automated Message page. The e-mail
message distribution has now been modified to include the additional distribution type, as
well as an individual worker.
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